To maintain and use a Government Travel Charge Card (GOVCC) as a new staff in-processing at AMEDDC&S:

Per the DoD Financial Management Regulation, Volume 9, Chapter 3, Annex 1, the Government Travel Card Statement of Understanding for each cardholder must be kept on file, along with a completed certificate of training from the DTS (TRAX) web site.

1.  Please sign and initial the statement of understanding attached above. Your supervisor will also need to sign and approve.

2.  Read the Citibank’s Cardholder’s guide and the Citibank Cardholder agreement.  

3.  Complete the GTC training: 



Programs & Policies - Travel Card 101
Located on the DTS homepage under TRAX: Travel Explorer https://www.defensetravel.dod.mil/Passport
You will see it on the home screen, left hand side, under the acronym "ICE”.

You will need to register with DTS on the TRAX website – 
Once registered, select on: CAC Login

                            Training 





   My Role





   Check “I have a Travel Card”

                    
   View Recommended Training

4. Please scan and email the two documents to the DTS inbox: RM.DTS@amedd.army.mil.  

5. In your email please let the DTS office know that you already have a established GOVCC account and that you just need to In-process.

The following individuals are the APCs for the Government travel charge card for AMEDDC&S. Please direct questions or concerns to them accordingly:



Lisa Swan

210.221.7241


Paulina Mallari
210.221.7230

6.  All Cardholder will need to follow-up with a DTS representatives to ensure their GOVCC has been transferred into AMEDDC&S hierarchy, and that their profile has been updated in Citibank. (generally 24 hrs after account has been transferred from old organization).

NOTE #1:

Within the training link you will see numerous training courses.  The actual course he needs is:  Programs & Policies - Travel Card 101

NOTE #2: Calling Citibank bank does not activate the card for use; you will need to contact your APC to ensure it has been activated.  
